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demand everyone's attention, In addition, clearly indi-
cate that the material you are about to present is a sum-
mary and should he attended to.

Step 5: List Major Points

As you summarize, list the major points of informa-
tion in one of several ways: numerically; chronologi-
cally; or on a flip chart, overhead, or blackboard. Sug-
gest how each point is related to every proceeding point
and introduce necessary examples and supporting
materials.

Step 6: Add Emphasis

Be sure that you add auditory and visual emphasis to
points in the summary, as needed. Indicate the impor-
tance of different information. Show your enthusiasm
and determination regarding the information in both
the tone of your voice and the words you choose.

Step 7: Express Relationships
Among Points

As you express the major points, show how the
points are related to each other. Suggest how the infor-
mation fits together into a total complement of skills or
knowledge. Also he certain to indicate how the infor-
mation relates to other information that has been
mastered or is about to be presented. This idea of transi-
tion is especially important for helping apprentices to
gain an overall perspective on their chosen trade or
craft.

Example

The apprentices in Ian Michalson's related instruction
class often indicated that they had difficulty following
his presentation of information, They found his lectures
on scientific principles to be especially confusing and
difficult to follow for note taking and committing to
memory, Michalson decided that he needed some
device to help him bring a more logical order lo the
information he taught. As he read these materials, fie
decided that perhaps introductory overviews and sum-
maries would serve as the device for which he had been
looking. He sat down the day before his next class for
one half hour to organize the materials and construct
the overview and summary. The lesson he was to teach
was on the principles and use of simple machines. Ideas
of greatest importance were levers and fulcrums. As he
organized the materials he realized that be needed 10
introduce the concepts of force and inclined planes in
order to make the information on levers and fulcrums
complete. Further, he realized that the knowledge the
apprentices already possessed on inertia and kinetic
energy would be useful as a place to stare. He
developed an outline as displayed in Figure 4 around
which he wrote his overview, He presented and ex-
plained the main concepts both directly and by way of
comparing them to information mustered previously.
Notice he also used examples to demonstrate the basic
ideas, Michalson used the same overview as a summary
at the end of the lesson to review and rcemphasi/e each
major point.

Figure 4. Outline of Introductory Overview

Basic Concepts:

Force
Inclined Planes

Prior Knowledge
of Importance:

Inertia

Kinetic Energy

Major Topics:

Levers

Fulcrums

Force vectors and amounts

Examples To Use:

Jacks
Crow Bars
Hand trucks
Hammersnce andf knowledge that is
